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ACCOMPLISHMENTS

{(Porms Control, Correspondence Improvements, and Reports Management)
A. Forms Mensgement Actions Completed this Quarter:

Hew Forms Designed and Ictued ) Wt 336,500 f.:u;gxiegg
0ld Forms Revised and Issued 77 (4,958,87C coples

0id Porms Obacleted and Removed - 15

B, Qther Forms Developments:

1. During a recent trip to the Records Center to update the Vitol
Records file of Agency £ we discovered more thas 40O forme
were missing. The p r head pot included Porms Manszement in
the originel distriby . To correct this, the respective
Records Officers w be contacted for the missing forms. Tuo
25X1A6a days were spent at in this reviev and wpdating exercise.

2. Desgigned 3 new rting forma for the Language School in
 keeping with an Anspector General Survey.

3. Most of seven /{ays were spent preparing charts for 888 and RAB
briefinzs, },'

L, A special *qi:aming progrem in Forms Desigh and Analysis is belng

25X1A%9a developed for I 10/P. vbo will spend seversl weeks
of on-thetjob traiming with us.

25X1A7b 7
25X1A11¢

6. Revisions to © Clandestine Services Informstion Reports were made
at the request of FI/RQM.

Approved For Release 199W-RDP72-00450R000100290010-0




Approved For Release 1999%A-RDP72-00450R000100290010-0

RECORDS MAINTENANCE
{Records Surveys, Systems Development, Equipment nnd Supplles)
A. DDS&T

The Office of Loglstics installation of Pullspace {compacting
type shelving) relecsed four sections of convenbional shelving
which we trangferred to meet s need In Office of Regearch and
Development, DDS&T, thereby saving 5% square feet of floor
space, This resulted in o coat aveldence of spproximately $420.

A Burvey is belng mede of the microfilming feasidility to reduce
storage space at Headquarters and the Records Center for filing
the Photo Caption Reports of CRB/GR. Since these reports are
schedled to be held fifty years, filming may prove to be an
econcmdeally apyropriate consideration. There are 125 cublc reet
at the Records Center and 18 cubic feet ot Hesdquerters,

Mr, % of RID and m.@Ao%am.s Staff examlned the

first trizl installetion of motorized Fullspace shelving, They
were impressed with the case and speed with which tbis equipment
operates., The 1/L4 horse-power motor can move 45,000 pounds of
files to open an eisle in 10 seconds. The liem 45 not priced yet
and we felt an sdditional safety control 1s necesegary.

D. DD/8

1. The imstallatlon of Conserv-a-File V in the Orfice of Personnel,
Recrultment Division hag been completed. In cddition to savin:
54 square feet of floor space, it permits eamler access to the
files, reduces search time, and in general, lncreases productivity.
This Office previously used "Pro-File" cablnets. It is owr hope
thelir main file roow will now convert to this type of equipment,
a® we have urged them for years in seversl proposals to incresse
thelr £ilinz capaciity and efficlency.

2. The igstallation of Pullspace in Office of Loglstice, Supply
Division has been completed and is working very sstisfactorily.

(8torage of Dats for Bmergency or to Reconstitute Destroyed Offices)
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A, Scheduldng

Reviewed and approved revised Vital Records Hchedules for Office

of Computer Services ;_ and Qffice of Economic 25X1A8
Research., Partial revisions were completed for elemente of
Ofrice of Tralning, Office of Finance, and the Records Integration
Division, BD/P.
3. Deposits
This guarter 271 cublc feet of cwrrent Vitol Records were received
at the Relocetion Site nnd 1,158 cubic Ffeet were destroyed o
transferred,
C. Lialson
A study hes been completed analyzing the Vitel Records Program
ond the related problems of people and facilities. Information
received from several Records Officers, the Agency's Bmergency
Planning Officer, and the Deputy Cormanding Officer of il in- 25X1A6a
dicates that this is an sppropriate time for a restatement of the
policy geverning the Agency Vitael Records Program. The study end
recommendations have been submitted to the Chief, Bupport Services
Btaff,
BCORIS DISPOBITION
(Inventories, Scheduling, Storage, and Archives)
A. Records Center Activities this Quoarter: (oublc feet)
Records Received for Storsge 4,782
Records Removed for Destruction 1,338
Records Transferred ocut of Center 2,112
{Bet Growth 738)
Priority Deliveries 3 speclal runs
Records Bervicesz 20,377 items delivercd
Bupplemental Distribution Copies 10,374 items delivered
Briefings and Vigitors 102 people
(Includes historiens, CT's,
office representatives,
students, etc,)
A nev secwrlty slsrm system was installed dut iz not yet
operational. Fifteen talephone jacks were installed in
the Records Center as part of the [JJJ] exergency phone 25X1A6a

mtm;
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(Guidance and Standards .& Required by HR T70-1)

A, Records Orientations Given:

1. A special Records Management Briefinig on the "Agency Records
Storage Problem” was given on 13 March ai Headquarters to
Messers. Binneruan, Coffey, [N =~ 271192

2. A presentation on the"Records Administretion Progrewm” was mode
to 15 Career Prainees on 21 Merch. Another presentation on
the "Agency Reeords Program” was presented to 52 Agency employees
attending the Support Bervices Review courze »t [l on 5 March. 25X1A6a

On 22 Merch at National Archives the CIA Records Administration
Officer presided over the Interagency Records Advisory Council

meeting attended by 200 government employees, Twenty of those

in attendance vere CIA employees.

L
.

4, Our Vital Recordis Progrsm technigques were presented ag nart of
the 2-week Records Menagement Seminar conducted by the Nutionel
Archives and Records Service., In sttendance were 33 represents-
tives from 1{ different govermment and privete industry affilistes.

5. MHembers of this Staff, including Chief of the Archives and Records

25X1A9a Center, briefed Mr. in the various sspects of
25X1A%9a Records Manegement. . & newly uppointed ag the
Records Management Officer for the DD/I Directorrte.
6, Beveral members of this Staff briefed Mr. F the 25X1A9a
newly appointed Records Officer f{or Office of .

B. Records Fraining Received

1. CIA - 3 duys ~ Trends and Highlights
25X1A%a
24 CIA - 3 deys - ADP Orientation
25X1A%92 3, I otterded : 1/2 day Seninar by
Enstwen Kodak ot the Sheraton Park Hotel, The "Spectrumm ‘68"
concerned Xodak's microphotography and techuological sdvancements
in informetion srocessing,
| 25X1A%a ., and two representatives from the EIPS

v i curity Offices in Baltimore to re-
view thelr automated system of informatiom processing eond retrieval.

S
Approved For Release 1999/%&&RDP72-00450R000100290010-0




